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1. Introduction
This report is based on the case study of Mr Ahmed, a 68-year-old man who has recently been discharged from hospital after having a stroke. He now relies on support from a care agency and different health professionals to help with his daily needs, medication, and recovery. This report will look at the importance of effective communication in his care, especially because English is not his first language and he finds it difficult to understand complex conversations. It will also discuss how good administrative skills, such as accurate record keeping, are important in preventing mistakes like missed medication. In addition, the report will explain why working collaboratively as a team is important in making sure Mr Ahmed receives safe and consistent care. Relevant laws, such as the Equality Act 2010 and Data Protection Act 2018, will be included to support the discussion.

2. Importance of effective communication
Effective communication is very important in Mr Ahmed’s care because it helps make sure he understands what is happening and receives the right support. After his stroke, he finds it harder to understand complex information, and because Bengali is his first language, communication can be even more challenging. If staff do not communicate clearly with him, it can lead to misunderstandings, which may affect his health. For example, the missed care visit meant he did not receive his medication on time, which could have been avoided with better communication.
To support Mr Ahmed properly, care workers should adapt the way they communicate. This could include using simple words, speaking slowly, and checking that he understands by asking him questions. Visual aids or gestures may also help. Even though his wife often speaks on his behalf, it is still important to include Mr Ahmed in conversations so he does not feel left out and can stay as independent as possible.
The Equality Act 2010 highlights the need to make reasonable adjustments so that individuals are not treated unfairly due to language barriers or disabilities (Equality Act 2010). In this case, this could mean providing an interpreter or using different communication methods to meet Mr Ahmed’s needs.
A useful way to understand communication is the Shannon and Weaver Model of Communication. This model shows that communication can be affected by “noise,” which can interrupt understanding. For Mr Ahmed, this “noise” could be his difficulty with English or the effects of his stroke. Care workers need to reduce this by making communication as clear as possible and checking understanding through feedback.
Overall, good communication helps prevent mistakes, builds trust, and ensures that Mr Ahmed receives safe and person-centred care.
3. Importance of good administrative skills 
Good administrative skills are essential in making sure Mr Ahmed’s care is organised, safe, and consistent. This includes keeping accurate records, planning visits properly, and making sure important information is shared between professionals. In this case, the missed care visit shows how poor organisation or record keeping can have serious consequences, such as Mr Ahmed not receiving his medication on time.
Record keeping is especially important because it allows all members of the care team to know what has been done and what still needs to be done. For example, carers should record when medication is given, any changes in Mr Ahmed’s condition, and details of each visit. This helps prevent confusion and ensures continuity of care.
The Data Protection Act 2018 explains that personal information must be kept secure and only shared when necessary (Data Protection Act 2018). In Mr Ahmed’s case, his medical information is private and should only be accessed by professionals involved in his care. This helps protect his confidentiality and builds trust.
Good administration also involves following policies and procedures, such as reporting missed visits or errors. The missed visit in this case should be properly recorded and investigated so that changes can be made to prevent it from happening again. This shows accountability and helps improve the quality of care.
Overall, strong administrative skills help ensure that care is delivered safely, information is accurate, and mistakes are reduced.


4. Importance of working collaboratively
Working collaboratively is important in Mr Ahmed’s care because he is supported by different professionals, including his GP, district nurse, speech and language therapist, and care workers. Each person has a different role, and they need to work together to make sure all his needs are met.
When professionals communicate and share information with each other, it helps provide more effective care. For example, the speech and language therapist can suggest ways to improve communication, which care workers can then use when supporting Mr Ahmed daily. The district nurse monitors his health, and this information can be shared with the GP if any changes are needed in his treatment.
Teamwork also helps prevent problems like the missed care visit. If everyone is clear about their responsibilities and information is shared properly, there is less chance of mistakes happening. Regular updates and clear care plans can improve coordination.
It is also important to involve Mr Ahmed and his wife in decisions about his care. This ensures that his needs and preferences are respected. Overall, working together as a team leads to better, safer, and more person-centred care.


5. Conclusion 
In conclusion, effective communication, good administrative skills, and collaborative working all play a key role in ensuring that Mr Ahmed receives safe and high-quality care. Communication is especially important due to his language barrier and the effects of his stroke, and care workers must adapt their approach to meet his needs. The missed medication incident shows how poor communication and organisation can lead to serious risks. Good administrative skills, such as accurate record keeping and following the Data Protection Act 2018, help ensure that information is managed properly and care is delivered safely. In addition, working collaboratively allows different professionals to share knowledge and provide coordinated support. Overall, these factors are essential in promoting Mr Ahmed’s wellbeing and preventing future errors in his care.
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